Foothill Transit

June 27, 2014

To: Executive Board

Subject: Foothill Transit Credit Card Policy Update

Recommendation

Authorize the Executive Director to expand the existing Foothill Transit credit card policy
to include non-travel-related expenses, as required, to obtain certain small dollar goods
and services more quickly and conveniently.

Analysis

In March 2011, the Executive Board authorized the Executive Director to secure Foothill
Transit credit cards to be used for necessary travel expenditures for Department
Directors and two administrative staff.

Currently, each credit card holder is required to sign a credit card acceptance
application that documents their agreement to use the card solely for travel-related
expenses and to prepare a monthly expense reconciliation. This limits the ability of
Executive Staff to purchase necessary, non-travel items.

The use of the agency credit card as a “purchase card” or PCard is an approved
industry best practice. The purpose of a PCard is to procure small dollar, non-inventory,
non-capital items. Use of the internet to procure goods and services has increased the
need for a PCard as many vendors will only accept a credit card as payment. The
PCard is not intended to provide a means for Department Directors to circumvent the
procurement process. All cardholders are required to comply with Foothill Transit’s
Procurement Policies and Procedures including using a purchase order and check
request when appropriate for the procurement. The FTA regulations 4220.1F identify a
micropurchase as any item less than $3,000. The limit for all non-travel PCard
purchases will be $1,500 for a single transaction, unless previously approved by the
Executive Director.

Some examples of eligible PCard purchases are the following:

e Emergency signage for customer notification of detours, construction notices,
etc.

e Safety or security purchases required to solve an immediate issue such as after
an earthquake or other disaster or to avoid safety concerns

e Advertising for Requests for Proposals (RFP), Invitations for Bid, digital
advertising such as Google, Facebook, Twitter
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